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1. IEJIH OCBOEHUS IUCHUIIINHBI

Henpto ocBoeHus aHCUMIUIEHEL «J[OKYMEHTAUHOHHOE 06ecreyeH e npodeccCHOHATBHOM
ACATCIIPHOCTHY  SBIIACTCS NONyYeHHE M yriyOleHWe 3HAHMH O NPUHLMIAX [OCTPOCHHS
AOKYMEHTOB U OCHOBaX (DOPMHPOBAHHS JOKYMEHTOOOOPOTA B OpPraHM3alUs M YYPEKICHUIX
pasnuyHBIX GopM cobcTBeHHOCTH. DOPMHPOBAHKE Y CTYLEHTOB NPaKTHYECKUX HABHIKOB II0
CO3M1aHHIO M 00pabOTKe JOKYMEHTOB B [aibHeiineM GymeT croco6CTBOBATH He TOMBKO Golee
YCHCIIHOMY OCBOCHHIO IMCLMILINH, H3Y4EHHE KOTOPBIX MPENoIaraeT paboTy ¢ JOKYMeHTalMeil,
HO H NPOXOXKIECHHIO NPAKTHKH Ha 0oJiee rpaMOTHOM ypOBHe.

OCHOBHBIMH 3aJayaMHM H3YYEHMS IHCLHILIMHEI «JloKkyMeHTallHOHHOE obecneueHue
MPOQeCCHOHATBHON — IeATeTbHOCTH»  SIBISIOTCH: ChOpMHPOBATE y CTYIEHTOB HYETKOE
MPEACTABIECHHE O HEOOXOAMMOCTH M PONIH JIOKYMEHTHDOBAHHS B AEATEIBHOCTH OpraHH3aIHii;
O3HaKOMHUTB CTYJCHTOB C OCHOBAMH 3JIEKTPOHHOTO JEJIONMPOM3BOICTBA H JIOKyMeHTo0o0O0poTa
OpraHM3alliK;  O3HAKOMHMTh ~ CTYNEHTOB €  OCOOEHHOCTSAMH  3alMTHI  CIYKeGHOH u
KOH(UIEHIHAIBHON HH(OpMaIHH, 06eceueH s OTKPBITOTO IOCTYIA IPakKJaH K HHPOPMALUH B
COOTBETCTBHH C IOJNIOXEHUAMH 3aKOHOJATENBCTBA; HAYYHTh CTY/IEHTOB OPHEHTHPOBAaThCS B
CHTYalHsAX, TPeOYIOLIMX H3JaHHs COOTBETCTBYIONIHX HOKYMEHTOB,

2. MECTO JUCUHUILIMHBI B CTPYKTYPE OIIOII BO

HMucuunmuua «J[okymentanuonnoe obecrneuenue Npo(ecCHOHABEHON e TETBHOCTHY
OTHOCHTCS K 00s13aTeNILHOMN YacTH.

3. INIAHUPYEMBIE PE3YJIbTATBI OBYYEHMSI [10 AUCIHTUTIIIMHE

ITnanupyemble pe3ynbraTsl oOydyeHHS N0 AMCUMIUVIHHE, COOTHECEHHEE C TIAHHPYEMBIMH
pesyibraramu ocBoeHust OITOIN (KOMIeTeHIHSIMH M HHIMKATOPAMH JOCTHIKCHHS KOMIIETEHIIHH)

DopmupyeMble [Inanupyemble pe3ynbraTbl 06yveHus no AHUCLHIITIHHE, B COOTBETCTBUM | HaummeHoBaHue
KOMIIETEHLIHH C HHAHKATOPOM JOCTHIKEHHUS KOMIMETEHLMH OLIEHOYHOI0
(kox, conepxanue MuaukaTop noctuskenus PesynbTaTel 06yyeHus no aucLUMIHHE cpencTea
KOMIMETEHLIHH) KOMIMETEHLUH
(k00, codeparcanue
unouKamopa)
OIIK-6. Cnocofen | OIMK-6.2 Otbupaer AnA | 3HAET ~ METONONOTHIO  MH(OPMALMOHHO- | TecTOBbIE
MOHMMATL MPUHLMMIBL | PELIEHHA — TMPOYECCHOHANBHBIX | KOMMYHHKALHOHHBIX TEXHOJIOTHii, | BOMPOCHI,
paboTsl 3a1a4 HeoOXoIMMBle HHDPOBOE | TEOpeTHUECKHE  OCHOBBI tdopmupoanus | [NpakTHKo-
COBPEMEHHBIX TCXHOMOTMH M NporpaMMHbIe | HH(pOPMauHOHHOro ofecrneuenus mpolecca OpPHEHTHpPOBaH-

HH(POPMALIHOHHBIX
TEXHOJIOTHH K
MCIONIb30BaTh HX s
pelueHus 3agay
npodeccHoHaNbHOM
NeATENTbHOCTH

MPOAYKTbl B COOTBETCTBHH C
NPUHLIMMAMH HX paboTel.

YNpPaBlIeHHA; HHCTPYMEHTAJIbHble CpencTBa
KOMNBHOTEPHBIX TEXHOJIOrHiH
HH(OPMALHOHHOTO 00CTyKUBaHHS
YNpaBIeHYECKOH NeATENbHOCTH

YMeeT  BeCTH  [eJONpOM3BOACTBO M
JOKYMEHT0000pOT, NPUMEHATH
HH)OPMALIMOHHO-KOMMYHHKALIHOHHbIE
TEXHOJIOTHH /1Sl pelI€HHs YIpaBleHYeCKHX
3anay

HOE 3alaHue

Bnaneer HaBbIKAMH OCYLIECTBIIEHUSA
AENOBOH  MEPENUCKH M MOAAepKaHUs
SJIEKTPOHHBIX KOMMYHHKaUMH; HaBbIKAMH
UCTOJIB30BAHHUA HH(OPMaUHOHHO-
KOMMYHHKaLHOHHBIX TEXHONOIHii
[IK-3. Criocoben [MK-3.1 Cobupaer, | 3HaeT OCHOBHbIE MeETOIMKH cbopa u | Tecrossie
HaXOHTh, CHCTEMaTH3MpyeT M o06olwaer | 06paboTku uHpOpMaLHK BOIpPOCHI,
HHTEPMPETHPOBATE U | OMEPATHBHYI0 HMH(OPMaUMIO O | VMeeT aHATH3MPOBATh M BbISBIATH pucku | IMpakTHko-
KPHTHYECKH Gu3Hec-npoueccax YHKLMOHHPOBAHHMA OpraHH3aLHK OpPHEHTHPOBAH-
OLIEHWBATH OpraHW3aly, Wenonbsys Gasel | Braneer  coBpeMeHHBIMM — MeTomMKaMmH | Hoe 3amanue
t MOJIyYEHHYO HaHHBIX M TIOUCKOBBIE CHCTeMbl. | cHopa, 06paboTky B aHAM3a IaHHBIX




HH(OpMaLHIO ¢ [K-3.2 [Tpumensier | 3HaeT OCHOBHbIE CTATHCTHYECKHE METOIbI
LeJIbio pa3paboTkn | NporpaMMHble CpeAcTBa I | YMEET MNpoBOAMTH OTOOP  MCTOYHHKOB
pernamenToB Ou3Hec- | 0OpaboTku HHGOpPMALIHH. HH(OpMaLMH
NpOLECCOB H Brnaneer COBPEMEHHBIMHU MEeTOolaMH
JOCTHXEHHUA uenei HcCie10BaHUH
OpraHu3aluy
[NK-4. Cnocoben [IK-4.2  PaspaGateiBaer W | 3HaeT  OCHOBHblE  npasuna  1enoBoii | TecToBbie
pa3pabaTbiBaTh 1 BBOJIUT B [IEHCTBHE MOJOXKEHHS, | MEPETTHCKH H MCTOMb30BAHUA JNIEKTPOHHBIX | BOTMPOCHI,
BBOLMTH B I€HCTBHE | MpaBuia, MHCTPYKLUNH U JPYTHE | KOMMYHUKALM ITpakTHKO-
periaMenThl OW3Hec- | HOPMaTHBHBIE JOKYMEHTbI, | YMEET OCYLIECTBAATh MeN0BOe O0OLUeHHE, | OpHEHTHPOBaH-

NpoOLECCOB pernameHTupyrouMe  OW3HEC- | OCYIIECTBIATh HENOBYHD MEPENMCKY M | HOE 3aJaHue
NPOLECChl OPraHH3aLHH NOANEPKHBATh 3MEKTPOHHBIE
KOMMYHHKaLHH
Bnaneer HaBbIKaMH COCTaBJIEHUS
npe3eHTauni
[1K-6. CriocoGen na | TIK-6.1. [TonnmaeT B3anMoCcBs3b | 3HaeT OCOGEHHOCTH BHYTPH- W MeX | TecTOBble
OCHOBAHWH aHanM3a | CTPAaTErMyeckoro, OpraHM3alMOHHOTO B3aUMOAEHCTBUS BOIPOCEI,
BHEILLHEH U TaKTHYECKOTO, OMepaluuoHHOro | YmeerT paspabatbiBaTh ynpaeieHueckyio | INpakTko-
BHYTPEHHEH Cpelbl | YpOBHei YMpPaBIEHHs | JOKYMEHTALHIO OPHEHTHPOBAaH-
OpraHusaluu NpeanpusATHEM W TMPHMEHAET | Braneer HaBbIKaMH COCTaBJIEHHA | HOE 3aJaHHe
(hopMHpoBaTh COBpEMEHHEIE KOHUENMUHH | TOKYMEHTaLUHH OpraHu3aLuru
BO3MOMKHBIE OpraHu3aunm NPOEKTHOM | ynpaBleHYeCKHX MPOLECCOB  pa3fiHYHOIO
BapHaHThI NeATeNILHOCTH YPOBHsA
yNpaBJeHYeCKUX

pELIECHHH




4. OBPBEM U CTPYKTYPA JUCHHUIIJIMHBI

TemaTu4ecKHil MJIaH

¢opma obyuenus — ounas

TpymoeMKOCTh THCHHMIIMHBI COCTABNAET 4 3aYeTHBIX eauHul, 144 yaca.

Bune! yyeGHoii pabotsl,
BKJTIO4Hast CaMOCTOATEIbHYIO
paboTy CTyIeHTOB H Dopmbi
g TPYJAOEMKOCTH (B 4acax) § TeKyIero
(3} = = = KOHTpOs
Ne |HaummeHnoBamue tem ?)‘ S z E S g ycneBe;?Mocm,
1/ [M/HIH pa3nenoB/TeM g 3 z ‘a 'S 3 = l§ dopma
1 JUCIHUILTHHEI 3 % = 5 o %; § § g & rrpomgquno
=
E é § §~ < g § 3 aTTecTauuu
E B © 5'S (no cemectpam)
S| oo | FF
a ]
= =
1 [TonsATue
NOKYMEHTaLHOHHOIO
obecneuenus 1 E 2 4 2 7
npodeccuoHanibHOI
JeATebHOCTH
2 Knaccudukauns
nenoBoii 1 T 2 4 2 7
IOKYMEHTALMH,
3 CocTaB peKBU3HTOB 1 © 5 4 5 7 PefiTunr-
JIOKYMEHTOB. il KOHTpouib Nel
- Odopmnenne
OpraHU3aLHOHHBIX H 1 o 5 4 s 7
pacnopsaaUTeNbHBIX
JNOKYMEHTOB.
5 Odopmnenue
CIpaBOYHO- 1 S 5 4 2 E
HH(OPMALMOHHBIX o
JIOKYMEHTOB,
6 o "
ApXHBHOE z1eJ10. 1 i 2 4 2 7 Bt
— KOHTpOnb Ne2
7, INonaTue -+
3/IEKTPOHHOTO 1| 2 2 4 2 ¥
DokymeHToobopoTa. =
8 B3aumoneiictaune ©
HHPOPMALIHOHHBIX 1 i 2 4 2 7
CHUCTEM OpraHM3aLui. =
9 |OcHoBHblE BUIBI YIpO3
H MepbI 3allHThI %
uH(OpMaLMOHHO 1| 2 2 4 2 7 Pelfrinr- 3
GezonacHocTH - BOHIPE N
OpraHu3aLmnH.
Beero 3a | cemectp: 18 36 18 63 Ok3amen (27)
Hanuune B aucumnnune
KIVKP .
HToro no nucunminue 18 36 18 63 Ok3ameH (27)




TpynoeMKoCTs THCIMIUTMHBI COCTABISAECT 4  3a4eTHHIX €AUHML, 144

TemaTuueckuil mian

¢popma 00yueHus — 0uHO-32049HAS

qaca.

Bune! yuebHo# paGoTsl,
BKJIO4as CaMOCTOATEIIBHYIO
; paboTy CTYIAEHTOB U DopMmbI
e TPYAOEMKOCTb (B yacax) § TeKyLIero
(3} = - o KOHTPOJIA
No |HammeHoBanue TeM E‘ 2 E § E = ycne:a?mocm,
n/ |u/Wim pasgenos/tem| £ 3 z ‘% '§ 5 3 l§ dopma
i JHCLHUILIHHBI 3 % = ;; 2 %L 3 é g & npon&ex;{y'roqno
=¢ g
£ é § é— -%. g § S aTTecTaLuu
= = v 53 (ro cemecTpam)
> & Sl
g ‘8
= =
1 [TonsaTue
IIG}(yMEHTﬂLlHOHHO!"O
obecrieyeHus 2 E 2 2 2 7
npogeccHoHanbHOI
JEATECJIBHOCTH
2 Knaccudurauuns
JIeJIOBOH 2 :r; 2 2 2 7
JOKYMEHTALHH.
3 CocraB pekBU3UTOB © Peittunr-
2 2 4 2 2 2 7
JIOKYMEHTOB. KOHTpoJsib Nel
4 Odopmienne
OPraHM3AUMOHHBIX M | :f ) 2 ’ 7
pacnopsauTebHLIX
JAOKYMEHTOB.
5 Odopmaenue
CMpaBoOvYHO- 5 2. 2 2 2 7
HHOOPMALMOHHBIX =)
JOKYMEHTOB.
¢ ApXHBHOE A€/10. 2 E 2 2 2 7 FCHz
= KOHTpOIb N2
7 [TonaTue <t
3JIEKTPOHHOTO 2 | & 2 2 2 7
NoKyMeHToo60poTa. .
8 B3aumopeiicteue o
HHPOPMALMOHHBIX 2| & 2 2 2 7
CHCTEM OpraHu3almii. -
9  |OcHoBHBIE BHIBI YTPO3
W Mepbl 3alLHTEI o "
HH(POPMALMOHHOIH 2| 3 2 Z 2 7 PRiryar.
6e3omacHocTH - KOHTpOIL Ne3
OpraHH3aLHH.
Bcero 3a 2 cemectp: 18 18 18 63 Ox3ameH (45)
Hannuuwe B aucuuniube
KIT/KP )
Htoro mo aucumnanue 18 18 18 63 Dk3ameH (45)




Temaruyecknii nian
thopma 0Oydenus — ouHO-3204Ha (yckopeHHast)

TpynoemMKocTh TUCHHIIIMHEI COCTABIAET 4 3aYETHBIX envHuu, 144 wyaca.

Buzpl yueGHo#t paboTsl,
BKJIKOYas CaMOCTOATEIbHYIO
; paboTy CTYEHTOB U DopMi
& TPYIOEMKOCTH (B "acax) g TeKyIwero
3 = = 4 KOHTPOJIst
Ne |HaumeHoBauue tem § 2 g £ g g ycnegz;pm()(:TH,
1/ |W/Mnu pasaenos/Tem g 3 z ‘a T =3 (opma
n JCLIHILIMHBI 3| & = § © “é § § g & MPOMEKYTOHO
= = = 7|
= é é §- S g @ S aTTecTaunu
= 5 L (mo cemecTtpam)
> 5 S
5 ¢
= =
1 [Moustue
JNOKYMEHTaLHOHHOTO
obecneuenus 1 T 74 2 2 9
npogeccHOHaNbHOI
JeATeIbHOCTH
2 Knaccndukauus
J1eNnoBoii 1| 3 2 2 2 9
JOKYMEHTALIHH.
3 Cocras peKBH3UTOB © PeiiTunr-
1 - 2 2 2 9
JNOKYMEHTOB, KOHTposb Nel
4 Odopmienne
OPraHM3AUHOHHBIX W | :.'i 5 By 5 9
PacnopaanTelbHbIX
JIOKYMEHTOB.
5 Odopmnenue
CNpaBO4YHO- | ‘_? 2 5 5 9
HH(OPMaLHOHHbIX o
JOKYMEHTOB.
6 ApxuBHoe zgeno. | E‘ 2 2 2 9 Pelmmep:
= KOHTpOb No2
7 [ToHaTue <
3NIeKTPOHHOTO .- 2 2 2 9
HokyMeHTo000poTa. —
8 B3anmoneiicteue )
HH(OPMALIHOHHBIX | (R 2 2 2 9
CHCTEM OpraHM3aLHii. -
9 |OcHoBHBIE BHIbI yrpo3
H MEpBbI 3aLHThI o
HH(BOPMALIHOHHOJ 1| X 2 2 2 9 PoltTyer
Oe3onacHoCTH - BOTROM: N
OpraHM3auMy.
Beero 3a | cemectp: 18 18 18 81 Ox3amen (27)
Hanuuwe B aucumnmume
KIT/KP )
Hroro no gucunnnuue 18 18 18 81 Dx3amen (27)




Conep:xaHue JIeKIMOHHBIX 3aHATHI 110 IHCHHILIHHE

Tema 1. IlonsiTHe [JOKYMEHTAHOHHOrO ofecmedeHHsi TNPOdecCHOHATBHOM
NeATeIbHOCTH.

[loHsTre Jen0onmpoMs3BOICTBA M €ro OCHOBHBIE cocTaBistomue. Hopmatusaas 6asa
nenonpou3BoAcTBa. JIOKyMeHT M ero ocHoBHbe (yHKuuH. [TOHATHE JOKYMEHTONOTOKa H
JOKYMEHTO000pOoTA.

Tema 2. Knaccndukanus 1e/10B0il 10KyMeHTALHH.

Knaccudukanus nenoBod TOKyMEHTAUMH [0 CHOOCOOY M3TOTOBIEHHS, [EHHOCTH
COACPXKaHHs, HA3HAYCHHIO, CTaJUAM CO3JaHHA, CpPOKAM XpaHEHHs, CTEINEHHM IJaCHOCTH,
IOpPUIHYECKOH cuile, GopMe, MPOUCXOKIEHHIO, CTENEHH CIIOKHOCTH.

Tema 3. CocTaB peKBH3HTOB JOKYMEHTOB.

CocraB peKBH3MTOB JOKYMEHTOB. IIpaBHia OGOPMIEHHS PEKBHU3HTOB JOKYMEHTOB.
TpeboBanus k G1aHKaM TOKYMEHTOB

Tema 4. Odopmitenne OpraHU3aAHOHHBIX H PACHOPSAHTENLHBIX JOKYMEHTOB.

Odopmienne ycrasa. Odopmienne mrarsHoro pacnucanus. OhpopmieHHe TIONOKEHHH 1
JOJDKHOCTHBIX ~ MHCTPYKumi.  Odopmienne mocraHoBieHHs. OdopMieHHe — yKa3aHHS.
Odopmienne npukasa. Odopmiaenne pemenns. OdhopmiieHHe pacTIOPSIKEHHS.

Tema 5. Odopmienne cnpaBo4HO-HHPOPMANMOHHBIX JOKYMEHTOB.

Odopmienne cuyxebubix muceMm. Odopmiaenne Ttenerpammbl. OdopMieHHe akTa,
nporokona. OpopMieHue TOKIaaHOH, CIy)KeOHOH B 0ObICHUTENBHOM 3aHCOK.

Tema 6. ApxusHoe xeJi0.

ITonsiTne apxuBa ¥ apXMBHOrO NOKyMeHTa. BHibl apxuBoB. OIpeieNeHHe H CTPYKTypa
apxuBHOTO (oHna Poccuu. Onpenienienne U CTPYKTypa apXHBHOTO (DOH/Ia OPTraHH3alHH.

Tema 7. IlonsiTHE 31€KTPOHHOr0 JOKYMeHT00G0pOTA.

TIoHsTHE 3/IEKTPOHHOrO IOKYMEHTa H 3JIeKTPOHHOTO JOKyMeHToo60poTa. IIpenmMymecTsa
H HEJOCTaTKH 3ICKTPOHHOrO A0KyMeHTooOopoTa. [TonsaTue u Buabl uudpoBoi moanucH. Buas
CHCTEM 3JIEKTPOHHOI'O JOKYyMEHT000OpoTa. MeToasl BHEAPEHHS CHCTEM 3JIEKTPOHHOTO
JIOKyMeHTOooOopoTAa.

Tema 8. BzaumoneiicTBue HHOPMALHOHHBIX CHCTEM OPraHH3ALMIA.

OCOGEHHOCTH ~ CHCTEMBI MEKBEIOMCTBEHHOTO  3JIEKTPOHHOTO JIOKyMeHToo00poTa.
OCOOCHHOCTH ~€IMHOH CHCTEMBI MEXKBEIOMCTBEHHOTO OJIEKTPOHHOTO B3aHMOJIEHCTBHS.
Ocobennoctu KOH()HICHIMATBHOTO  3JIEKTPOHHOTO  JIOKymeHTooGopota.  [IpaBmia
KOH(pUIEHIHAIBHOTO JOKYMEHTO000pOTA.

Tema 9. OcHoBHBIE BHABI YIPO3 M MephI 32IIUTHI HHGOPMAIHOHHOIT 6e30MacHOCTH
OpraHu3alHu.

TexHOreHHBIE, AHTPOTOreHHbIE H CTHXHHHbIE HCTOMHHKH Yrpo3 HWH(pOPMALHOHHOI
0e30macHOCTH  OpraHM3alMi. BapHaHThl BHEIIHETO BO3JEHCTBHS HA HH)OPMALHOHHYIO
OesomacHocth. Knaccudukauus yrpos GeszomacHoctd. OCHOBHEIE MEphl [0 3aluTe
KOH(H AeHImManbHON HHopMaruu. CpeicTBa 3aIMUTE KOH(HACHIHATBHOMH uHpopManum.

Conep:xanne NPAKTHYECKHX 3aHATHI 110 AMCHUILIHHE

Tema 1. CoctaBnenue aBTo6HOrpaduy 1 XapaKTEPUCTHKH, pEe3IOME U BH3HTKH.

Tema 2. Cocrasnenue 3asBIeHNH, JOBEPEHHOCTH H PACIIHCKH.

Tema 3. CocraBnenue cmyxeGHOM, OGBACHATENTLHON H IOKIAIHON 3aMHCOK.

Tema 4. Cocrasiienue npukasa, BBIUCKA W3 PUKA3a, PACIIOPSIKEHHS.

Tema 5. CocrapieHue akTa, IPOTOKOJIA, BEITUCKH H3 IIPOTOKOJIA.

Tema 6. CocraBnenue ciry>keOHBIX THCEM H CIIPABOK.

Tema 7. 1C JlokymenTtooGopot: Co3anne MEpONpHATHS, YIIPaBIeHHE JIOr0OBOpaMu

Tema 8. 1C JlokymentooGopor: VYipasneHue 10roBopaMd ¢ (opMHpOBaHHEM CMET.
VYnpasneHue nponeccamy.

Tema 9. 1C JlokymenrtooGopor: ©OpMHpOBaHHE Kanoo. Ynpasnenue OusHec-
IIPOLIECCAMH.



5. OLEHOYHBIE CPEACTBA JIJISI TEKYIIEIO KOHTPOJIS YCIIEBAEMOCTHN,

ITPOMEXXYTOYHON ATTECTAIIAM 110 UTOTAM OCBOEHUA
AACHUILIMHBI 1 YYEBHO-METOJJUYECKOE OBECIIEYEHHUE
CAMOCTOSITEJIbHOW PABOTBI CTYJIEHTOB

S.1. Tekymnii KOHTpoJIL ycrieBaemMocTH

Bonpoc Tecra

PeliTunr-konrpoas Nol

Kaxas u3 nepeuncaennsix dyuxunii AOKYMeHTa HanboJiee BaKHA:
a) OpraHM3alMOHHas,

0) uadopmannoHHas;

B) IOPHIHYECKAS,

I') KOMMYHHKATHBHAS.

MoxkymenTupoBanue undopmMamuu — 31o:

a) CoCTaBJIeHHE U OPOpMIICHHE JIOKYMEHTAa,

0) 6ubnmuorpadus;

B) HabOp C MOMOIIBIO KOMIIBIOTEpA;

I') nepejiaya CBE/ICHHH OT COTPYAHHKA COTPY/IHHKY.

Kakamn  Bupamm  HopmaTuBHBIX  akroB perynupyercss  10KymeHTOOGOpoOT
opraHusauuu?

a) BCe OTBETHI BEPHE;

0) oTpacieBbIMH H MEXOTPaCIeBbIMH;

B) TOCYIapCTBEHHBIMHU;

I) TOK&JIbHBIMH aKTaMH OpPraHH3alHiA.

ITo M3 mepeunCIeHHOr0 0THOCHTCS K 3J1eMeHTaM TeKeT CJIy#KeOHOro JOKyMeHTA?
a) PErHCTPALlHOHHBINH HOMED;

0) noanuce;

B) MOJIEM;

r) Tabiuna.

ITo cnocody m3roToBaenns AOKYMEHTBI IOAPA3IeJAI0TCH HA:
a) MUCbMEHHBIE, TEXHHUYCCKHE, (DOTOMOKYMEHTHI;

0) YepHOBHK, YHCTOBHK, IO/UIHHHHK, KOIIHS, OTITYCK, IyOIIHKAaT;
B) TIOJUIHHHBIE H TOJIOKHbIE;

I') CPOYHBIE H HECPOYHEIE,

PeliTHHr-konTpOAL No2

Kakoii npasoBoii akr COACPIRUT MNPABHJIA, PEryJHPYIOIHI OpraHH3alMOHHbIE,
HAYMHO-TEXHHYCCKHE,  TEXHOJIOIMYeCKHe, ()HHAHCOBBIE w1 HHBIE  CTOPOHBI
aesiTeIbHOCTH ?

a) HHCTPYKIIUS;

0) pernamenr;

B) LITATHOE paclHCaHHeE;

I') IOJIOMKEHHE.,

M3 kakux gacreii cocTonT Teker PACHOpSIHTE/ILHOr0 JOKYMeHTa?
a) BBOJHAS U MTOCTAHOBJIAIOIIAS

0) KoHCTaTUpyIOmas U pacnopsaauTenbHas;

B) BBOJIHAS U pacnopsiaAuTepHas;

I) BBOJIHAS M KOHCTATHPYIOLIASL.

Yto H3 nepeunciaeHHBIX HuKe NIPHMEPOB  MOKHO HAa3BaTh OQHIHAILHBIM
JOKyMeHTOM?

a) JIOKIaHas 3anucKa IKCIIEAUTOPA;

0) MHEHHe, BBICKa3aHHOE IKCIEPTOM;




No Bonpoc Tecta
B) KCEPOKOIHS AcIopTa;
I') peKIaMHbIH OyKIeT.
YUT0 M3 NepeYNcaEHHOTO SBJISIETCS PACHOPSAMTETLHBIM 10KyMeHTOM?
a) IpHKas;
9. 0) Oyxranrepckuii oTueT;
B) aKT IIPHEMKH-CIa4i paboT;
T') IPOTOKOJL.
YUTo M3 mepeyHcIeHHOr0 MOKHO OTHECTH K CHCTEMAaM AOKYMeHTauun?
a) JIMLEH3HIO Ha [IPABO BEJCHHUS JeATETHOCTH,
10. 0) OyXranTepcKyro H CTaTHCTHYECKYIO JOKYMEHTALHIO;
B) KOMIIJIEKCHBIE aHATTUTHYECKHE TIOKA3aTENH;
I') KHUIH U [IEPHOIHYECKHE H3JaHUs.
PeliTHHr-KoHTpOIL No3
"UTo M3 mepevHCIEHHOro He OTHOCHTCS K NApaMeTPaM HOCHTeJei 3J1EKTPOHHBIX
JAOKYMEHTOB?
11. a) CTOMMOCTh XpaHeHus | MeraGaiita uHdopMamuy;
0) BO3MOXHOCTB OCYIIECTBIEHHS [0JJHOTEKCTOBOIO MIOKCKA;
B) CKOPOCTb JIOCTYIIa K HHGOpPMAIIHH.
Ilon caykeOHBIM 1K TPOHHBIM JOKYMEHTOM MOHHMAETCH:
a) 3alIHCAHHOE HAa MANIMHHOM HOCHTEJIE 3JEKTPOHHOE COOGIICHHME, PEKBH3HTEI KOTOPOTO
0(OPMIIEHEI B COOTBETCTBHH ¢ HOPMATHBHBIMH TPeGOBAHHAMY;
12, 0) IOKYMEHT, B KOTOPOM HH(OPMALIUs IPE/ICTABIECHA B 3NIEKTPOHHO-LIU(POBOIL popme;
B) CTPYKTYpUPOBAHHBI HHPOPMALIHOHHEIH 0GBEKT, B COOTBETCTRHE KOTOPOMY MOKET OBITH
[I0CTaBJIeHA COBOKYITHOCTH (DaiiyIoB, XpaHAIIMXCH HA HAKOIHTEIE KOMITBIOTEPA;
r) moboe coobleH e, 3anucKa, TEKCT, 3aMMCAHHBIH Ha MAITHHHEOM HOCHTEJIE.
Kakoro u3 BuaoB saexrponnoii undpooii noanucu ne cymecTByer?
a) npocrasi;
13. 6) ropuauyeckas;
B) KBaIHHIHPOBAHHAS;
I') HeKBaTH()HIIHPOBaHHAs.
Bepno .am  yrBepikaenme, wuro cmcrema «1C. JlokymeHnTooGopor» mno3Bossier
OCYIMECTB/ATE MPOCMOTP A0KYMEHTOB H (hailjioB ¢ IrPYNNHPOBKOI M0 PasTHYHbIM
14, HNPH3HAKAM (110 BHAAM JOKYMEHTOB, 10 IpoeKTaM, IO OTXE/IaM):

a) na;
0) Her.

NEKTPOHHBIH J0KYMeHT corsacHo Dexepaabublii 3aKon ot 10.01.2002 Ne 1-03 «06
IeKTPOHHOH HdpoBoii mogmucuy» - 3T0:

a) 3allMCaHHOE HAa MAIIHHHOM HOCHTENe JIEKTPOHHOE COOOIIEHHE, PEKBH3HTHI KOTOPOTO
0()OPMIIEHBI B COOTBETCTBHH C HOPMATHBHBIMH TpeOOBaHHAMHU;

0) moboe coobienure, 3amucKa, TEKCT, 3aNHCAHHbI Ha MAIOHHHOM HOCHTEJIE;

B) IOKYMEHT, B KOTOPOM MH(pOpMAIHs IIPE/ICTAB/ICHA B IEKTPOHHO-IIU(POBOii dopme.

5.2. IIpome:KyTOYHASI ATTECTALHS 110 HTOTAM 0CBOCHHS JAMCUHILIMHBI (9K3AMEH).
Cnucoxk 6onpocos k sxzameny

BapuanTel BHeLIHEro Bo3IeHCTBHS Ha HH(POPMAILHOHHYIO 6€30MacHOCTb.

Buas! apxuBos.

Buel cucteM sinekrponnoro JOKYMEHTO000pOTA.

JlOKYMEHT M ero oCHOBHBIE DYHKIIHH.

Knaccudukanms 1enoBoit 1okymMeHTaImy no BUaaM.

Knaccuduxanus yrpos 6ezomacHocTy.

MeTob1 BHEPEHHS CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

NV R W~




8.
9.
10.
11
12

HopmaruBHas 6a3sa nemonpoussoacTsa.

Onpenenenne u CTpyKTypa apXUBHOro GOHIA OPraHU3aIHH.

Omnpenenenue u cTpykTypa apXxuBHoro Gonna Poccuu.

OcHoBHBIE MEPBI 10 3a1KTe KOHDUICHIHATBHOM HH(pOpMaIHH.

OcobenHoctr eIUHOH CHCTEMBI MEXKBEIOMCTBEHHOI'O 3JEKTPOHHOIO

B3aUMOOEHCTBHS.

13.
14.

15:
16.

17.

18.
19,
20.
i 18
22,
23,
24.
25.

26.

27
28.
29.

30.

a3k
32,
33,

OcobeHHOCTH KOH(H/IEHIHATBHOTO 31eKTPOHHOTO DOKyMeHTOooOOopoTa.
Oco6eHHOCTH CHCTEMBI MEKBEIOMCTBEHHOTO 3JIEKTPOHHOIO IOKYMEHTO060pOTa.
Odopmnenue akra, mporokona.

Odopmnenne noknanHoi, c1yxeOHON 1 0GBICHUTEIBHOM 3aMIHCOK.
Odopmnenne nonoKeHuit 1 0KHOCTHBIX HHCTPYKIHUH.

Odopmnenne MocTaHOBIEHHS H PEIIEHHS.

Od¢opmienne nprukasa u pacropsKeHus

Odopmnenue ciyxeOHBIX ITHCEM.

Odopmnenne ykazanus.

Odopmiienne ycTaBa u IITATHOTrO PACIHCAHHS.

IloHsiTHe apXMBa H apXUBHOTO JJOKYMEHTA.

[loHsiTHe NeNONPON3BOACTBA U €T0 OCHOBHBIE COCTABJISIONIHE.

[TonsTHE ZOKYMEHTONOTOKA H JOKyMEHTOOGOpOTA.

[TonsTue 1 BB HH(PPOBOH MOJITHCH.

lloHsiTHE 3IEKTPOHHOTO TOKYMEHTA H 3TeKTPOHHOTO JOKYMEHT0000poTa.
ITpaBuia KoHpHIEHIHATBEHOTO HoKyMeHTo0OopoTa.

[IpaBuna oopMneHHs peKBU3HTOB TOKYMEHTOB.

[IpermymecTBa 1 HEAOCTATKH 3IEKTPOHHOIO IoKyMeHToobOopoTa.
CocraB peKBH3UTOB JIOKYMEHTOB.

Cpencrsa 3amuThl KOH(GHAEHIHATHHOM HHbopMaIHH.

Texnorennsle, aHTPOIOTEHHbIE M CTHXHIHBIE HCTOYHUKH Yrpo3 HHGOpPMaLHOHHOMN

Oe3omacHOCTH OpraHH3aluy.

34.

CHCTEME.

g9 SN i

2.

10.
11.
12.

Tpebopanus k 6mankaM J0KyMEHTOB

3.3. CamocrosnTeanHas pabora obyqaomerocs.
Temor peghepamos no ducyuniune
ApXHMBHO€ XpaHEHHE JOKyMEHTOB.
ADXHUBBI JJIEKTPOHHBIX JIOKYMEHTOB.
HokymeHT B HHpOpMaIMOHHO# cucteme. THITBI JOKYMEHTOB B HH(OPMAIHOHHOH

Hokyment B COJI. Cosnaune. PenakTuposanue. [TyGnukanus. ApxusupoBaHue.
Hcropus Bueapenus CHI.

HcTopust pa3sBHTHS CHCTEMBI TOCYIapPCTBEHHOTO JENIONIPOU3BOJICTRA.
KoMmbroTepHEIe TeXHOIOTHH TTOATOTOBKH TeKCTOBBIX JOKYMEHTOB,

Kopnoparusnas undopmanmonnas cucrema.

O6paboTka 1 XpaHeHHe KOHPHACHIHATBHBIX JIOKYMEHTOB.

Opranusalius ceKpeTapcKoi AesTebHOCTH.

OcnosHble BosmoxnocT COJI: AnMuHHCTpHpOBaHKE. Bo3aMOXHOCTH COTPYIHHKOB.
OcnosHble Bo3mosknoctn COJT: [Towck AOKYMEHTOB. MapuipyTHsanus 1 KOHTpO/b

HCnoJIHeHUs. OTyeTsl.

13.
14.
15.
16.
17.

OcHosuete Gpynxnnu CIJI. Tunossie TpeGoBaHus K Call,

IlonsTre noxymeHTa, J0KyMEeHTOOGOPOTA H TOTOKA JOKYMEHTOB.

[IpenmyInecTBa BHEIPEHHS CHCTEMBI 3IEKTPOHHOTO JIOKyMeHTooOopoTa.

[Ipr4uHb1 aBTOMaTH3ALKN 1€0IPOH3BOCTEA. Bri6op cructeMsl aBToMaTH3aMH,
Paspabotka oueHOUHBIX  KpHTEpHEB dhGDEKTHBHOCTH  TOKYMEHTHPOBAHHS B

YHIpaBJIEHYECKHX IIpoLeccax.



18. CucreMBl aBTOMATH3AIHH [IETONPOH3BOCTBA.

19. Cucrempl ynpasieHus 0coObIMH BUIaMH JOKYMEHTOB.

20. CneunuajbHele MOTYITH YIIPABIEHHS TOKYMEHTOOG0POTOM B COCTABE
KOPIOPAaTHBHBIX HHOPMAILIHOHHBIX CHCTEM

21. CpenctBa rpynmnoBoi paGoThI.

22. TenneHUMH PA3BUTHS CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOO0POTA.

23. TexHonmorus ydera ¥  pPAacCMOTPEHHs IOCTYIHBIIHX KOHOHICHIIHAJIBHBIX
JOKYMEHTOB,

24. Tunossie komnonenTs! COJI: Xpanusmine kapTouek (aTpubyToB) JIOKYMEHTOB;
XPaHUJIHLIE TOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIONINE OH3HEC-TOTHKY CHCTEMBI.

25. Tunbl npunoxeuuit, BHEIPAEMBIX B paMKax KopropatuHoit COJI.

26. Tunet COJI (cucTeM 31€KTPOHHOTO IOKYMEHTO060pOTa).

27. TpeOGoBaHHS K TEKCTaM JOKYMEHTOB.

28. YHuBepCcalbHbIE CHCTEMBI JTEKTPOHHOIO Z0KYMEHTOO60POTA.

29. ®opmupoBaHHe H XpaHCHHE JeJ, YHUYTOXEHHe NOKYMEHTOB, [el M HOCHTENei
UH(pOpMAaITHH.

30. Llenu BHEIPEHHUS 3IEKTPOHHOTO JOKYMEHTO060POTA.

31. DxoHomuYeckas 3()(PeKTHBHOCTE HCIOIB30BAHUS HHPOPMAMOHHBIX TEXHOJIOTHH B
yIIpaBJICHHH.

32. DnexTpoHHas UM(pPOBAS MOANKUCH: IOHATHE, BUIB H PELIaeMbIE 3a1a4UH.

33. DTHKeT 1eNI0BOro o0Ien s,

34. SI3BIK OHIHATBHBIX JTOKYMEHTOB.

®oHx  oueHouHbIX MartepuanoB (POM) mnA  NpOBEIEHHS ATTECTALMH YPOBHSA
C(hOPMHPOBAHHOCTH KOMIIETEHLMH 00YYarOMMXCA MO JUCIMILIHHE oopMiIseTcss OTAEIBHEIM
JIOKYMEHTOM,

6. YYEBHO-METOJAUYECKOE U HH®OPMAIIMOHHOE OBECITIEYEHHE

JAUCIHHUITIIUHBI
6.1 KuuroodecneuyeHHocTh
HaHMeHOBaHP{e JIMTEPATYPBI: aBTOp, Ha3BaHWe, BUI rOﬂ KHHFOOBECHEI{EHHOCT])
H3NaHHA, H31ATETbCTBO H3Janny Hanuuue B anexrpoxHoM katanore 95C

OcHoBHas nuTeparypa

1. Kanau, A. B. Opranusaums cucrem INEKTPOHHOIO
JoKymenToo0opoTa : moHorpams / A. B. Kanau, JI, I. 3si6un :
®KOY BO Bopowexckuii nncturytr ®CHH Pocenn. - Bopomuex :
Hayunas kuura, 2020. - 158 c. - ISBN 978-5-4446-1460-0.

2. Kpwkosa, H. TII. JlokymeHTupoBaHue YNpaslieH4ecKoii
AeATENbHOCTH © y4eOHoe nocoGue / H. T1. Kpiokoea. - Mocksa
HH®PA-M, 2019. - 268 c. - (Briciee ofpasopanue: Bakanaspuar). -
ISBN 978-5-16-003134-7.

3. PazmoposHeiii, A, A. JOKYMEHTHPOBAHHE  yNpaB/eHYECKOi
aeatensHoCTH : yuel. nocobue / A A. Pasnopoxubiii. — Mocksa :
HHOPA-M, 2018. — 304 ¢ — (Buicuiee oGpasosanue:
baxanaspuar). - ISBN 978-5-16-011744-7

2020 https://znanium.com/catalog/product/1241010

2019 https://znanium.com/catalog/product/991955

2018 https://znanium.com/catalog/product/969585

JlononuuTensHas autepatypa
1. Kabawos, C. KO. DiekTpoHHOE TPaBHTENLCTBO, DNEKTPOHHBIH
NOKyMeHTO0G0pOT. TepMHHBI W ONpesienenua | yuedHoe nocodue /
C.lO. KaGamos. — Mocksa : HHOPA-M, 2021. — 320 ¢. —
(Buicuwee obpasosanue: Bakanaspuar). - [ISBN 978-5-16-006835-0.
2. KoHdHacHUMANbHOE JEIONPOM3BOACTBO M 3AlUMILEHHLIN
MEKTPOHHBIN 10KymMeHTo0G0opoT © yueGuuk / H. H. Kyuses, A. C.
Jemywinn, T. B, Konapawosa, A, I'. ®adpu4Hos ; noa oL, pen. H.
H. Kynsesa. - 2-¢ u3a., nepepad. u non. - Mockea : Jloroc, 2020. - 500
¢. - (Hosas ynusepcutetckas 6ubnnoreka). - ISBN 978-5-98704-711-
8

2021 https://znanium.com/catalog/product/1 132150

2020 https://znanium.com/catalog/product/1212394

3. Kynses, H. H. JlokymenToBenenue : yueGuuk / H. H. Kynses, [1.
H. Ypanos, A. I'. ®@abpuunoii ; noa pea. npody. H. H. Kynaesa, - 2-¢
u3lL, crep. - Mocksa : Jloroc, 2020. - 352 c¢. - (Hosas
YHHuBepcHTETCKas Gudnunoreka), - ISBN 978-5-98704-329-5.

2020 https://znanium.com/catalog/product/1211628




4. OcHoBbI Je10NPOKH3BOACTRA © yuebHOe nocobue / A.M. Acanues,
.M. Muponosa, E.A. Kocapesa, I'.T. BykoBuu. — 2-¢ u3a., Henp. U

zon. — Mocksa : MHOPA-M, 2020. — 146 ¢. — (Bbiciee 2020 https://znanium.com/catalog/product/1059311
obpasoeanue; bakanaspuar). — DOI 10.12737/24426. - ISBN 978-5-
16-015831-0.

5. [llavacenko, 0. A. JlokymeHTMpOBaHHe YIPAaBAEHYECKOMH
zeatensHocTH: YuebHoe mocobue / 10.A. TManacenko. - Mocksa
PHOP, 2018. - 138 c.: - (Kapmannoe yueGHoe nocobue). - ISBN 5-
369-00014-X.

2018 https://znanium.com/catalog/product/927448

6.2. Ilepnoanyeckue m3ganus
1. Kypuan «Jlenonpoussoactsoy. DneKTPOHHBIN pecype: https://www.elibrary.ru/title_items.asp?id=8645
2. BectHuk Bnaaumupekoro rocyaapctBeHHOro YHUBEpCUTETA WMeHH Asekcanjpa ['puropbeBuuya u
Hukonas I'puropsesuya Cronerosbix. Cepusi: IKOHOMHYECKHE HayKH.

6.3. UnTepHeT-pecypcenl

1. Jlemo-Bepcus IIPOrPaMMHOTO MpOayKTa 1C; JlokymeHnTo0G0pOT -
http://v8.1c.ru/doc8/demo/;

2. www.delpro.narod.ru - Jlesonpon3Boacteo+.

3. www.directum.ru - DIEKTPOHHOE AENONPOH3BOLCTBO H KaHLEJSpHS

4. www.termika.ru — DHUHKIIOIE 1S IETONPOH3BOACTEA.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE
JUCHUILITUHBI

Jlns peanusaumu MaHHOM JMCLHIUIMHBI HMEIOTCS CIHELHATbHBIE [OMELIEHUS bil
[POBE/ICHHS 3aHATHH JIEKLIHOHHOTO THIIA, 3aHATHH NPaKTHYECKOTO THIIA, TEKYIIETO KOHTPOJIA H
MPOMEXXYTOYHOH aTTECTALHH, & TAK)Ke TIOMEIIEHHS ISl CAMOCTOATE/IBHOI paboTHL

IIpakTHyeckue 3aHATHS NOPOBOJATCA B aynutopud 204-6, ocHalleHHO# BceM
HEOOXOIUMBIM MyJIETHMEIHIHHBIM 060PYJOBAHHEM.

[lepedenp HCTIONB3YEMOTO THIIEH3HOHHOTO IpOTrpaMMHOTr0 00ecIeYeH

- Onepauronnas cucrema cemeiictea Microsoft Windows.

- [laket oducHsIX nporpamm Microsoft Office.

- Koncynprant+.
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